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Section 1: Managing Telework Agreements 

Topic 1.1: Approve/Deny a Pending GSA Telework Agreement 

This topic covers the approval or denial of telework agreements as a supervisor.  

1 Select the Manager Telework & Remote Work tile from the Manager Self Service homepage. 

Note: If the tile is not on the homepage, select the Actions List menu icon on the homepage and 
then Personalize Homepage to add it. Alternatively, use the following navigation: Navbar > 
Navigator > Manager Self Service > Job and Personal Information > Manager Telework & Remote 
Work. 

 

2 Select the employee’s pending form.  

Note: By default, the GSA Telework Approval page will display any pending telework agreements.  
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3 Select Go to Agreement. 

 

4 Review the employee’s telework agreement responses on the Summary tab.  

5 At the bottom of the page, select Next. 

 

6 Select the applicable option from the drop-down menu under “Please validate your 
Employee’s Position Telework Eligibility.” 

Note: If ‘No’ is chosen, the page will skip to Section D. Supervisor Certification (Step 12). 
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7 Select the applicable option from the drop-down menu under “The employee is permanently 
ineligible to telework.” 

Note: If ‘Yes’ is chosen, the page will skip to Section D. Supervisor Certification (Step 12). 

 

8 Select the applicable option from the drop-down menu under “The employee is temporarily 
ineligible to telework.” 

Note: If ‘No’ is chosen, the page will skip to Section D. Supervisor Certification (Step 12). 

9 If you selected ‘Yes’ to “The employee is temporarily ineligible to telework,” select the 

applicable option from the drop-down menu under Reason. 

10 Enter the Plan Outline.  
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11 Select the applicable option from the drop-down menu under “Telework Agreement 
Certification.” 

12 Enter Additional Comments, if applicable.  

13 Select Save & Submit to approve/deny the telework agreement.  
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14 The Save Confirmation page will appear. Select Go to Agreement. 

 

15 The page will display the approved/denied agreement.  

 

16 Scroll down and select Return to Search. 
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Topic 1.2: Approve a Recertification Agreement 

This topic covers how to approve recertification of telework agreements as a supervisor.  

1 Select the Manager Telework & Remote Work tile from the Manager Self Service homepage.  

Note: If the tile is not on the homepage, select the Actions List menu icon on the homepage and 
then Personalize Homepage to add it. Alternatively, use the following navigation: Navbar > 
Navigator > Manager Self Service > Job and Personal Information > Manager Telework & Remote 
Work. 

 

2 Select on the employee’s pending form.  

Note: By default, the GSA Telework Approval page will display any pending telework agreements.  

 

 

3 Select Go to Agreement. 
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4 The status banner will read “This is a recertification. No changes have been made by the 
employee since this agreement was last approved.”  

Note: For new agreements and modification to existing telework agreements, the status banner 
will not contain the message in blue text. Only recertifications will include this message to help 
supervisors streamline the approval process when no changes have been made by the employee.  

 

5 Follow steps 4 -16 from Topic 1.1 – Approve/Deny a GSA Pending Telework Agreement.   
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Topic 1.3: Search a GSA Telework Agreement 

This topic covers how to search and view employees’ GSA telework agreements in different statuses.  

1 Select the Manager Telework & Remote Work tile from the Manager Self Service homepage.  

Note: If the tile is not on the homepage, select the Actions List menu icon on the homepage and 
select Personalize Homepage to add it. Alternatively, use the following navigation: Navbar > 
Navigator > Manager Self Service > Job and Personal Information > Manager Telework & Remote 
Work. 

 

2 Select the appropriate option for Approval Status drop down list. For example, to search for 
approved agreements, select ‘Approved.’  

3 Select Search. If there are telework agreements matching the Approval Status search criteria, 
the telework agreements will display in the search results.  

Note: You can also search by employee’s name and/or employee ID.  
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Topic 1.4: Print a GSA Telework Agreement 

This topic covers how to print an approved telework agreement.  

1 Select the Manager Telework & Remote Work tile from the Manager Self Service homepage.  

Note: If the tile is not on the homepage, select the Actions List menu icon on the homepage and 
select Personalize Homepage to add it. Alternatively, use the following navigation: Navbar > 
Navigator > Manager Self Service > Job and Personal Information > Manager Telework & Remote 
Work. 

 

Note: By default, the GSA Telework Approval page will display any pending telework agreements. 
The Approval Status is defaulted to ‘Pending Approval.’ 

2 Select ‘Approved’ from the Approval Status drop down list. 

3 Select Search. 

 

4 Select an approved telework agreement. 
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5 Select Go to Agreement. 

 

 

6 Select Print Agreement on the Summary tab.  
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7 Select View Attachment.  

Note: The attachment will be displayed on another browser tab. 
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